
 
 
 
 
 
 

Request to Provision a New End User 
ServiceNow Request Instructions 

 
 
 

 
 
 

 

 
 
 

Step 1: Sign into ServiceNow and click 
“Service Catalog”. 

Step 2: Click “HR and Provisioning”. 
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Step 3: Select “User Provisioning 
Request” from the list. 

Step 4: The following screen will appear.  
Please note that you may only request to 
provision one user per Request. 


